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MODEL OF THE PERMANENT COUNCIL FOR 
OAS INTERNS – MOAS/PC

	JOB DESCRIPTION FOR THE SECRETARIES OF THE COMMITTEES


Responsibilities and functions
1. Support the process of drafting a joint resolution. Must take an active and proactive role during the drafting process, making sure that it: 

· Deals specifically with the topics of the MOAS/PC.
· Conforms to the MOAS/PC stylistic standards for draft resolutions.
2. Thorough knowledge of the MOAS/PC Modus Operandi, rules of procedure, schedule of events, topic(s) of the agenda, documents and forms related to the MOAS/PC, so s/he may answer questions from delegates.
3. Must keep the following documents at hand:  MOAS/PC Modus Operandi; order of business; list of participants; instructions for preparing draft resolutions; list of Member States; order of precedence form.

4. Will assist the MOAS/PC Chairs during the Second Session for the debate of resolutions. 
5. Responsibilities during the sessions of the MOAS/PC:
· Assists the Chairs during the establishment of the order of precedence and records it.
· Performs the roll calls, at the beginning or during the sessions, to determine attendance and the number of votes required (according to the Modus Operandi). 
· Ensures that copies of the resolution to be debated during the sessions are available to all delegates prior to that session.
· Reads the draft resolution to the plenary session.

· Keeps the list of delegates that are on the speakers list.

· Makes corrections and/or amendments directly on the resolution being debated, as needed. 

· Together with the Chairs, counts the votes.
6. Responsibilities after the MOAS/PC:
· Edits the final resolution of his/her committee and provides an electronic version to the MOAS Coordination.
7. Is responsible for the laptop(s) provided by the Department of Human Resources, as well as other materials and supplies used during the MOAS/PC, such as the Mallet and the country placards. 
Abilities and Skills

1. Excellent command of written and spoken English:  good grammar and editing skills, and ability to read aloud the proposed resolutions during the sessions of the MOAS/PC.
2. Ability to integrate and summarize ideas. 
3. Ability to operate a laptop.
4. Ability to establish a good working relationship with the delegates and the MOAS/PC authorities.  
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